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APPLICATION FOR RECORDS RETENTION SCHEDULE 
Rb0701-01 

GEORGIA DEPARTMENT OF HUMAN RESOURCES 
DIVISION OF ADMINISTRATIVE SERVICES 

RECORDS MANAGEMENT UNIT 

__  .. ~ - ~ 
___I_ .. ..~ ~ --..___I___._ 

7. Recotdi Series Description T h i s  file contains the following documents linclude form numbersand tit/es, i fany):  Attach samples of the file, 

1. GEDRGiAxPARThnENT OF HUMAN RESOURCES 
Application Dele Division of Publ ic  Health 

6130186 Women, I n f a n t s ,  and Children . i 
Application NumTber Nut r i t i on  Program (WIC) 

'878 Peachtree S t .  N.E. -Room 218 
:Atlanta, Georgia 30309 . 

86-8 
~ - - -_ 

a 
Documents relaflnsto: reviewing and c e r t i f y i n g  the  &curacy of. Program p a r t i c i p a t i o n  and f i n a n c i a l  

r e p o r t s  prepared by d i s t r i c t  offi 'ces a n d ~ l o c a l  hea l th .  c l i n i c s ,  and t o  compiling and 
il submit t ing requi red  S t a ~ t e  r e p o r t s  t o '  the-  Food and Nu t r i t i on  Service;  U.S. Departmen 

and c e r t i f i c a t i o n  da ta :  actual 'and pro jec ted  Program p a i t i c i p a t i o n  da ta ;  n h b e r  of 
persons on wai t ing  lists; number of persons en ro l l ed  i n  the Program by category 
( i . e . ,  pregnant,  b reas t feeding ,  and postpartum women, i n f a n t s ,  and ch i ldren)  w i th in  
e s t ab l i shed  Program p r i o r i t y  l e v e l ;  and i temized admin i s t r a t ive  and Program s e r v i c ~ e  
funds expendi tures .  

Included arg: 
1/ 

/ of Agricul ture .  - 

Included are: Computer output microf iche (COM) r e p o r t s  containing r e c i p i e n t  e l i g i b i l i t y  

ARCHIVES AND HISTORY I.--- ~- ~ ~.~ 
Application Number 

78-232- PI 
'Date Eeceived , Data Completad 

JUL i ,1986QSE~ 5 1988 
-~ __- -_ 

. .  .~ .. . .  G 

The 111e Is arranged: 

~~ 

~ 

~ .-__ 

1 cubic f o o t  
---~- 

Form 4998 '(Rev. 7-84) 
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X 
-. 

L. 

-. 
? 

-. 
X -  

a. State Law I years. 

b. Statute of l imitation - years. 

. ... ~years. c. Federal law 
~~ 

I 

b. Doea the aeriea contain confidentid information re uirinp securl I :  
Privacy A c t ,  Publ ic  Law 93-579, Zection YSYa,' flecor& mayntahea  bn i nd iv idua l s  . 
d. Doea thia aeries have hiatorical or long term rewerch value? 

0. When one or tw documenta in the fi le make i t  necessary to keep the entire file for I long p r i o d ,  could thew documents 

I. 1s the information mntainad in this aeries ever publiahed? If yea, k t a c h  mpy.  

9. l a  the information contained in this series ever analyzed endlor recorded in a aummeri?ed report? 

I f  not, where i a  i t?  
- -_______^-. _I_ L.-- 

ndlm ? I f  ye elfa I8 or ra uleti n 

- --._l____.l_~ , _.--~-ll^l_ll___ 

X c. l a  thia I vital record? 

X 
x 
X 

-I___- -- 

- --._I_ ~~ _-._ - -_I--~..---I.-_ .___I_-_ 

.~ - ..-I__ ... be scheduled separately? 

---__ ._.-..-. ~ ~ . . - _ _ _ ~ -  
. Ifves,attachmpv. ~ Data is reformatted and compiled i n t o  State  r e p o r t s  t o  Federal  Govt. 

L_ ~ 

d. Audit period ___ --yeera. 
a. Administrative need 4-.. years. 
1. Federal retention instruit ibns 2 __years. 

X 

x _-  

Attach copy or excerpt of laws or regulations. Explain administrative need. See a t tached  

f o r  four  years .  ' (See  Attached) 

t i o n  of any claim, l i t i g a t i o n ,  o r ' a u d i t .  

( e ) h  order  t o  document r e c i p i e n t  e l i g i b i l i t y  and payment f o r  s e r v i c e s  records are needed 

( f )  7 CFR Ch. 11, Sect ion 246.25 r equ i r e s  records  t o  be  maintained 3 yea r s  and u n t i l  resolu-  

This agency recommends that the file series be cut off at the end o f  each: 

- .  

____ ___.~ _. ~ 
- - ~ - - - _ _ _ _ - _ _ _ _ _ ~  ~ 

12. Approved Disposition Instructions 

COM Reports : OCalendar Year; a F i s c a l  Year: n o t h e r  - then. 
_p 

h. la there a dupl icat im of thia series in your office, or in another off&or aoancv? 

I. Is  this series /or a major portion of it/ regularly microfilmed? 
If ve5 ,where )Or ig~n~a l ._ inpu t  documpnts-cr-eated a t  d i s t r i c t  o f f i c e s  and h e a l t h  c l i n i c s .  

-. ~ - - , ~  ~ -.... .- 
--- ~.---._...I_._______ ~. 

10 Hold in the current filesarea monthlr) __- 1 .- veartsl; then 
0 Transfer to local holding area: hold -. . . vearlsl; then 

Transfer to State Records Center: hoid 
Destroy 

yeads): then 

[J Transfer to State Archimr for permanent retention. * Duplicate r e p o r t s  output on Paper 
w Other /SPeci/v/ (computer p r in tou t s )  

Retain computer p r i n t o u t s  as working copy only.  
Destroy when no longer needed f o r  re ference .  , .  ~. .. 

NOTE: I f  ahy l i t i g a t i o n ,  claim, negot iacion,  a u d i t  o r  o the r  a c t i o n  involving these  records  
i s  star ted before  the  end of t h e  required 3-year r e t e n t i o n  per iod,  these records  musi 
be r e t a ined  u n t i l  a l l  i s s u e s  are res.olved. 

.. 

.,  t 

These instructlons apply to a11 prior a 
Slgnature 
~~. __ _ _ ~ _  ~- 

. 

Attorney Gsneral/Derlgnes 

Rctentlon recommendallons 
In OaIarlIaPh 12 are approved 
~- I1 not approved. pleare 
a t tach  a letler 01 explanation. 
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~. - - _."----- . -_I___. 
I 

ederal Register, Volume 42, No. 109 - 6/7/1977 
State and local health agencies participating in the special supplemental 
food programs for women, infants and children. 

To maintain records of fiscal operations, food delivery systeme, certification 'and 
recertification, racial and ethnic participation data and fair hearings, as indicated 
in section cited, 

Retention period: 
or until resolution of an audit or any litigation. 

i 

3 years folkowing end of Federal' fiscal year to which they pertain, 
7 CFR 246.9 



-I-_ - -I__ -. ..__I_ 

i .  .' . .  . . . -* ,. 4 G 3  +/2 \ -. 

DEPARTMENT OF HUMAN RESOURCES 
OPFICE OF ADMINiSTRATIVE SERVICES 

.. 
C .  - * 

.' APPLICATION FOR RECORDS RETENTION SCHEDULE 

, 

KhwI'Ien*nietinOm: reporting and updating participant/ recipient eligibility and 
services rendered through the W.I.C. Office State-wide. 

lmiudedan:form 3990 (4-78) EP456 [Recipient Input Form] which shows information 
as to recipient and family, date, birthdate, address, phone no., authorize 
representative, vendor, termination date, recertified date, and other 
information from which the&falloping computer printoats are generated: 
Recipient ID Number Order, Route Report, Voucher Register, Recipient Repor 
Recipient Update Listing, and WIC Edit Listing. , 

Fiieismaqed: by month; thereunder, by recipient ID number, alphabetically by 
route number, alphabetically within clinic, or alphabetically within 
clinksite. ill 

8. Monthly Reference R a m  (Daily ) How often are rewrdr referred to which are: 
- ;  One to fix months old 2 5- 3 0 : Seven to twelve months old - .  , Thirteen to twenty-four monthr old 

twenty-fiw months and oldsr ' 7 
- 

(. 

~I~ - 
3. Annual Ram of Ammulaion or Recordr 

her-aize dravverr -__ ; Legal-ria drawers __ ; Shelves ; Other ISpecifA 
(Monthly) 10 CU. ft. 

I RECORDS MANAGEMENT UNIT __ 
For instructions on completing thir form cdntact DHR Records Management Unit, 47 Trinity Avenue, Atlanta, Georgia 
30334. Phone - (4W) 656-4976 GIST: 221-4983 

DHR 1.hpartrnentAddreas Ga. Dept. of Human ARCHIVES AND HI~TORY 
Fplication Date Resources / D iv . of Physical Health ,'Applicstion Number 

rppiicstion Number 'DsteRecelved 

October 3, 1978 Family Health Serv. Section/ W.I.C 

N. E., Atlanta, Ga. 30306 

78- 232 
Date Completed 

. Office / 618 Ponce de Leon Ave., 

OCT - 1978 l O C T  1 8 1978 n-- ___- .-__ -_-- _ _  __ DHR- 6 1 
-~ 
'. Person to Contact Working Title Telephone Number 

Project Assistant 894-4391 
______I_ _I__ 

Tim Nelms 
,. Action Reqwsted 
_I -- 

a. BEatablish Retention Schedule; record will mntinue to accumulate. 
b. 0 Dispow of present accumulation; no further accumulation anticipated. 
c. OAmand Applimion No. _- Check One: 0 Change; 0 Supercede; 0 Void 

I. htesof S i r  I 6. Remrdr Series Tnie ffoiiow& by title in office.' if diffsrent) 

iriiest men I Women. Infants. and Children ~ ~ ~, ~ ~~~ 

6/1/78 lto presenL w.I.C. Participant/ Recipient Computer Printout Files 
I. Division and O f f i i  Function What la the function of the Division and the O n l  in which thir ncwd mriea ir created? 
The Family Health Services Section, under the leadership of the director, is 
responsible for promoting and coordinating family health programs as pro- 
vided in the State and DHR. The programs include: Maternallchild Health 
(family planning, perinatal, crippled children, child health, and services to 
women, infants and children[WIC]; Chronic Disease (disease prevention, 
patient services, and health care education); Communicable Disease (T.B., 
S . T . B . ,  epidemiology, and immunization); and programs for pharmaceutical, 
~ u t s i n g # - g u t r i t i o n ; = g n d - d e 6 t a l  services. 
WIC Program provides consultation and training to, and program monitoring of, 
WIC programs operated by each health district; preparea all contracts with 
food stores which are used by the district health offices to supply certain 
food to eligible clients as determined by county health departments; pro- 

___  -- 
1. Ramrdr Serier Dncription Thir file contains the following documents (indude form numkz-fiii file. 



. 

. 
1, 

a. Is this the official capv of the rrles? 

b. Does the rrier m t e i n  confidential information mquiring rcuritv handling? If yes. cite 1.w or regulation. C on f id en t i a 1 i t y 

c. Is th is  a vital nmrd? 
d. Does this rr lss hew historicel or long term resear& vllue? 

a. When w or two documents in the file make k naceww m keep the entire file for I long period, could them documents 

K lfnot,rvhenbk? 
I_ ~ 

policv -DHR Div. of Family h ehildren Services - client records K 

X 

X 

X 

- 

b. scheduled rperstely? ., 
x 

X H u m  -ma" 

~ h h  Qe-!nfor+ldh o~htained in this series .vBr published? If yes, k h  copy. 

' $18 &infor&&n h a l n e d  in th is  r r i m  war analyzed md/or mcorded In a summarized rapon? * 

h. Is  thm a duplkation of th is  crier in your offim,or in rndthw o f f i i  orepncy? i- appropriate - port ions d i s t ri- 
A- f f v e l . r v h e r s ) t o  District Office and clinic - X 

x 1. I s t h l s r r i e c  Eoranu/orporrionof Itlnpularly microfilmed? 
X j. DossthencordrrlesnruhinaEomputerpintout? from form 3990 
1. Retention R.quinmnu The following quires the wries to b kept: 

a. StateLm VaWh 

b. Smtm of limitstion wars. 
c F.dSralh veers. 

d. Auditperiod 
a. Administrative nebd 

years. 
- -  2 months 

f. Federal Mention Instructions years. 

Attach a m  aoxCarpt of &way mgulnionr.Explaln .. administrativs need. 

copy -!attached 

.~ 
12. Amrowd Diporition Instructions This agency nmmmends that the file mries bn cut off n the  and of each: 

OCalendar Yew; 0 Fiscal Ynr; d6 Dther monthly then. 

-2 monthkl - wW; then . .  a Hold in the current filer uw 

0 Tmsfor m Stam Recoda Center; hold vearb); then -~ 
€I %stray .. .. . .~ 

o T i &  to stem Archim tor prrmsnent retention. 

0 other lspecify) . .  

0 Transfar &'local holdinp w; hold yurk); than 
. ~ . 

, 

~ ~~. .~ . 
~~ 

. .  - 
. -  

. ,  . 

Thee lnrpuctions g p l y  to all pior and future accumulations of the mries. 

Date State m t U r e l  Records 

I steta Auditor/D.aignea r-L, 



:, . . 

. Application for Records Retention Schedule 

W.I.C. Participant/ Recipient Computer Printout Files 

Continuation page - 3 

6. cesses district health offices' claims for reimbursement for 
payments made to the food store; and prepares the required 
Federal reports for this Federally-funded program. 



SECTION I - PUBLIC RECORDS 

The S t a t e  A t t o r n c y ' c e n e r a l  has  i n d i c a t e d  t h a t  onJy t h o s e  
r eco rds  which are r e q u i r e d  b~ S t a t e  lI.5 are "Publ ic"  and t h e r e f o r e  
s u b j e c t  t o  t h e  p r o v i s i o n s  of Georgia ' s  "Open Records Ac t " .  
i t  i s  t h e  p o l i c y  of  t h e  Department t h a t :  ; 

Accordingly,  

A. All "Publ ic"  r e c o r d s ,  except  t h o s e  which -~ a r e  -~ othel-.;rise ~ ~~~ _ p ~ o t e c t e d  
by law o r  r e g u l a t i o n ,  s h a l l  b e  open t o  i n s p e c t i o n  i n  t h e  
manner p r e s c r i b e d  by l av  by r e g u l a t i o n  o r  by w r i t t e n  p o l i c y  of 
t h e  i n d i v i d u a l  De iv i s ion  of Of f i ce .  

B. Each D i v i s i o n  o r  0 f f i c e . k  r e s p o n s i b l e  f o r  a r r i n g i n g  for t h e  
development and p romulga t io r jo f  an o E f i c i a l  DHR Regu la t ion  
cove r ing  t h e  d e s c r i p t i o n  o f - a n d  methods of a c c e s s  t o  a l l  
"Public" r e c o r d s  w i t h i n  i t s  area of ' r e s p o n s i b i l i t y ,  whenever 
t h e  c r i t i c a l  n a t u r e  of t h e  r e c o r d  i n d i c a t e s  a need t o  r e g u l a t e  
t h e  u s e  of  o r  manner of access t o  such  Lnformation. 

Except when r e q u e s t e d  t h r o u g h . t h e  u s e  of  proper  j u d i c a l  p r o c e s s e s ,  
access t o  such  r e c o r d s  s h a l l  tie denied where t h e  r e c o r d ,  o r  
i t s  c o n t e n t s  are e x p r e s s l y  p r o t e c t e d  by S t a t e  o r  F e d a r a l  law 
o r  r e g u l a t i o n .  

C. 
. .! 

SECTIOX I1 - .RECORDS -~ ~~~~ ~ OTHER TIlAN _~I_ "PUBLIC" __..- RECOZDS -- 

The f o l l o w i n g  p o l i c i e s  s h a l l  apply  t o  a l l  r e c o r d s  which a r e  
n n ~  3 " P s ~ h l i r "  r a r n y r l  ?c r lof inor l  i n  S e c r i q p  T ahnit0 2nd o ~ o h  n i v i c i e m  

and O f f i c e  i s  charged w i t h  t h e  r e s p o n s i b i l i t y  of deve loping  and dissem- 
i n a t i n g  t o  i t s  s t a f f  members w r i t t e n  i n s t r u c t i o n s  and p r o c e d u r a l  r e q u i r e -  
ments necessary  t o  e f f e c t u a t e  t h e s e  p o l i c i e s .  

A; Records .~ of  c l i e n t s d a t i e h t s ,  ~ ~ _ _  - o r  o t h e r  p e r s a n s _ 3 g e _ d _ h  _ t h ~  
Department,  by l o c a l  Depa'rtments of Hea l th  --.___ and F a n i l y  2nd 

, C h i  I d  r en S e r v i c e s  o r  by c o n t r a  c t-z~geets--.~o~ t~aG ins ned-i c a_l, 
s o c i a l  o r  o t h e r  d a t a  about  i n d i v i d u a l s  s h a l l  no t  be.mfie_, 
~. a v a i l a b l e  -. f o r  i-ction t o  any ~ person  ~~ - o t h e r  -. t han  - au thor i zed  ~~~ ._- 

per sonne l  of t h e  S t a t e ,  Local  o r  Con t rac t  Agency, and t h e  
i n d i v i d u a l  ~-~--__--._)-; d e s c r i b e d  excep t  when rgqiies t-ed ~@><ulgh~ . t : ~ e ~ s e  of 
W e r -  ju-d,iciKalprocesses ~ or ~ 

upon ~ 
s igned  ~ consent  of t h p  ~~ i n d i v i d u a l  ~~ 

-_- 01- h i s  l e g a l  - r e p r e s e n t a t i v e .  ~ _sch ,reSo_fds~ . sha l l_besa f -e~uarded~-  
s p e c i a l l y _ & b e l e d  and othe&-ise . - .- ~ .- o f f i c i a l l y  ~___ reoarded  as _ "COXFIDE:;TI,ZL" .~---, 

. - 
. - .~. 

. I--- 

__- 
: '  B. I n f o n n a t i o n > i n c l u d e d  i n  t h o s e  r e c o r d s  which c o n t a i n  p e r s o n a l  d a t e  

about  s t a f f ,  employees,  l i c e n s e s ,  c o n t r a c t  a g e n t s  o r  o t h e r  persons  
a s s o c i a t e d  w i t h  t h e  Departnent ,mthe l o c a l  Depa r tnen t s  of Heal th  s a d  
Family and C h i l d r e n  S e r v i c e s ,  o r  c o n t r a c t  a g e n t s  s h a l l  n o t  be 

Con t rac t  Agency, such  pe r sons ,  o r  t h e i r  r e p r e s e n t a t i v e s  except  rchen 
r e q u e s t e d  through t h e  use  of p rope r  j u d i c i a l  p r o c e s s e s  o r  upon 
s igned  consen t  of t he  i n d i v i d u a l  o r  h i s  l c g a l  r e p r e s e n t a t i v e ,  
where t h e  rc.leasc of such  in fo rma t ion  could r e o s n n a b l y  b e  e spec tcd  
t o  be  d e t r i n e n t a l .  t o  t h e  b e s t  i n t r r e s t  of t he  ez?loyees, l i c e n s e e  
o r  a g e n t ,  or wlicrr such  in fo rma t ion  m i g h t  reasonably  be e::pected 

. d ivu lged  t o  o t h e r  than a u t h o r i z e d  pe r sonne l  of t h e  S t a t e ,  l o c a l  o r  


